1 5 Nov 1971

MEMORANDUM FOR: Assistant Deputy Director for Support

SUBJECT : Personnel Ranking

REFERENCE Your memorandum dated 25 Jume 1971,

subject as above

-

1., This responds to your request in the referent memorandum
for information on our procedures for the inverse ranking of personnel,
and on action we consider appropriate for the bottom fraction at each
grade level.

2. ALl SF personnel in grades G8-07 through G8~15 are evaluated
and competitively ranked by the &F Career Service Board or Panels at
least snnually. We do not competitively evaluste or rank parsonnel
in grades GS-06 or below. The SF Junlor Professional Panel evalustes
and reanks persomnel in grades (08-07 through (8-09; the SF Evalustion
Penel evalustes and ranks personnel in grades G8-10 through GS-13; and
the SF Career Service Roerd evaluates and ravks persomnel in gredes
G8«1l and GS-15. The Board also reviews and, as appropriate, modifies
or concurs in the rankings prepared by the two Panels, The Competitive
Evaluation Liats for persornel et each grade level are forwarded to
the Director of Finance, as Head of the SF Career Service, for final
review and spproval.

3, The modus operandi followed In ranking SF persornel tends
to vary alightly between the Board and Penels; however, the basic
factors considersd are essentially the same for all grade levels. The
entire Agency employment record is made available for each employeas,
but from the standpoint of performance, emphssis is placed on the
Fitnesa Report record and other pertinent record date during the past
2.3 years. The same cereful consideration in ranking is given to those
careerists who fall at the bottom of the 1ist as is glven to those who
£211 ir the top group. It has been our experience that considerebly
more time proportionally is often required in ranking those careerists
who fall at the bottom of the list. Although this is not by desisn,
1% gvidences recognition on the part of Panel ard Board meuwbera of the
significance which may be attached to the lower rankings and the possible
impact on the carecer of each employee concerned. To date, our ravkings
have not been prepared with the thought that they would be used for
reduction-in~-force action. However, I do not believe that the lists
would be significartly different if they were prepared with this specific
objective in mind.
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L. With respect to action taken on those careerists at the
bottom of our Competitive Evaluation Lists, we have no formal or
unique procedure established to deal with these employees. For
those employees who are unable to meet cwrrent performance standards,
formal action as appropriate is taken to effect their separation.
For those employaes who repeatedly fall at or near the botiom of
ouwr lists, we vemsin alert to opportunities for their tranafer or
geparation in the irterest of the overall qualitative improvement
of the SF Caresr Service. The action we have taken to date on our
cereerists in the bottam porticns of our CEL's has consisted of
resssigmment explorationas, persuasion to seek other employment, and’
ancoursgement to apply for early retirement, If we are placed under
gtronger pressure to accelerate sction to get down to cur authorized
eeiling, it would be necessary to develop alternative and more pogitive
actions to supplement normal attrition.

5. With respect to those cases where it 1s apparent that an
employes has talents or interests which might be better uwtilized in
another Support component, we suggest the case might be referred to
you or & member of your staf? for endorsement to the appropriate DD/S
Office. This would have the advantage of ensuring that deserving
eases recéived special handling and are identified as marranting more
than routine reassigrment considerstion. A more positive alternative
would be the estsblishment of a speaclal sasigmment commlttee composed
of senioy DD/S officers with the suthority to make directed assigrments
in those deserving cases where an employee is simply misassigned but
who has abilities which could be used in another Office with minimum
recciantation and training.
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